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Employer Help Guide for the Internet Response Module for Employers

Welcome

Welcome to the Internet Response Module for Employers (IRME) System. The IRME System is an easy-to-use tool for submitting information
requested on a Wage Audit Notice. A Wage Audit Notice is a letter sent to an employer by the Arizona Department of Economic Security (AZ DES).
The Wage Audit Notice requests employment information about an individual that filed a claim for Unemployment Insurance (Ul) benefits and was
identified as being employed during the same time an Unemployment Insurance claim was filed.

Identification of these individuals can be made through data exchanges or tips and leads. Data exchanges are cross-matches between Unemployment
Insurance benefit information and other systems. Tips and leads originate from information submitted to the Department of Economic Security by a
third party. The Social Security Number (SSN) listed on the Wage Audit Notice was cross-matched through a data exchange or identified through the
discovery process following the receipt of a tip and lead.

Common System Features

You will find Help and Logout hyperlinks located in the upper right hand corner and in the lower left corner of each page. You can use these
hyperlinks at any time. If you select the Help hyperlink the help system will be displayed in a separate window. If you select the Logout hyperlink
the session is ended and the System Logout page will be displayed. A Contact Us hyperlink is also located in the lower left corner of the page.
Selecting this hyperlink will display a separate window with contact information.

At the bottom right of each page, you will find three navigational buttons:

Back- Click this button to return to the previous page Note: Any data entered on this page will be lost and you will have to rekey your
entries.

Next- Click this button to continue to the appropriate page based on your selection.

Cancel- Click this button to cancel all action taken. This will delete all information entered and return you to the Wage Audit Notice Entry
page to begin entering a new Wage Audit Notice.

**Please be advised the system is set up so that each session will time out after 20 minutes of inactivity, causing all progress and
information that has been entered to be lost.**

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 2
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System Login
The System Login page is the system’s home page. Use this page to access the IRME System. Access to the IRME System requires that you have a
valid Unemployment Insurance Tax employer account number, and, in some cases, a valid branch number assigned by the Arizona Department of

Economic Security.

B = S —

. ARIZONA DEPARTMENT OF
MM srosee mosssEm ECONOMIC SECURITY %\'

DES Home | About DES | FAQ's | Contact Us | Reports | Forms | Office Locator Search DES |Go

Please call 602-542-2460 to address Password and Question/Answer issues for unresolved problems THIS TELEPHONE NUMBER IS FOR PASSWORD AND
SECURITY ACCESS ISSUES/QUESTIONS ONLY. ASSISTANCE IS AVAILABLE 8:00 am TO 5:00 pm Monday through Friday, except for legal holidays.

IRME Employer Login
(Internet Response Module for Employers)

Effective 4/7/2016, your TWS passwords will no longer be effective on this system. Please select the Create Password link to create your own unique password and security
question/answer. NOTE: When entering your Federal Identification Number, remember the FEIN field will only accept your 9-digit Federal Identification Number with no hyphen. We
have also eliminated the use of a check-digit number for the IRME application and instead have replaced it with your account branch number. This number will be required only if your

Employer Account Number is associated with more than one branch number accounts. This field may be left blank when your branch number of 000 is the only branch associated with your
account number. If you have a branch number greater than 000 associated with your account, you must enter a branch number at each log in attempt.

Employer Login

Please enter your Employer Account Number, Branch Number and Password. NOTE: Passwords are case sensitive.

Employer Account Number | ] - | *Please enter your 3 digit branch number, if applicable
Password | |
[ Login_
Forgot Password

Change Password
Create Password

PASSWORD CRITERIA: Create your own password. Your newly created password must be 8-25 characters, at least 2 alphabetic
characters (at least one must be upper case and one must be lowercase) and at least one numeric character (0-9) only. You will be
required to change your password every 30 days using the "Change Password" link.

Privacy Disclasimer Web Accessibility & R ble A
Copyright 2014 DES. All rights reserved.
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Entry fields on this page:

1. Employer Account Number- Enter the first seven digits of you Arizona Unemployment Account Number (Registration Number).

2. Employer Branch Number- This field is a required field for any employer who has a branch number greater than 000. Enter the three digit
branch number associated with your account. If you do not have a branch number, leave this field blank or enter 000.

3. Password- Effective April 7" 2016, you must first select the Create Password option to register for the IRME system. If after April 6" 2016,
you have been assigned a password through the HELP Desk or created your own password, use whichever is applicable for logging into the
IRME system.

= Forgot Password- use this option if you have your Arizona Unemployment Account Number and Federal Employer Identification
Number (FEIN) but do not remember your current password.

= Change Password- use this option if you know your password but wish to change it, or if your current password has expired. Note:
Passwords expire after 30 days.

= Create Password- use this option if it’s your first time logging into the system, or if you need to override a previously established
security question/answer and password.

Select the Login button to access IRME.

Return to Table of Contents
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Wage Audit Notice Entry

The Wage Audit Notice Entry landing page provides a list of your Pending Documents. The employees listed were identified as having received
Ul benefits during a quarter in which wages were reported by your company. From this page, you may view the Wage Audit Notice by clicking View
in the appropriate column. This action will allow you to view or download the paper document that was generated for the employee listed.

AN ON POINT TECHNOLOGY SOLUTION
Wage Audit Notice Entry

Employer Information

I Account Number “ DDOO_ " Employer Name II _ I
Pending Documents
—_— e -
SSN First Name Last Name Date Sent Audit Begin Audit End View Enter Wages
05/19/2015 03/30/2014 06/07/2014 View Enter

10/29/2014 03/30/2014 06/28/2014 View Enter
01/30/2014 06/30/2013 08/28/2013 View Enter

I Click here to enter wages for a document that does not appesr in the Iistl
Mansge Emsil Settings

Help | Logout | Contact Us

There is a Manage Email Settings button at the bottom of the Wage Audit Notice Entry page that will allow you to update your email address and
give you the option to receive your Wage Audit Notices by email or through the postal mail.

**Don’t forget to enter an email address in order to ensure electronic delivery of Wage Audit Notices.™™

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 5
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When you click Enter for a selected employee, the Employer Information section will be displayed on the Wage Audit Notice Entry page. This
section is provided for you to tell us your name, the position you hold in representing the employer listed on the Wage Audit Notice, and a phone
number where we can contact you. We would also like to know if original payroll records for the employee are available, if necessary, for
examination by an auditor. Should you have to enter information for more than one Wage Audit Notice, you only need to enter this information once.

The system will keep this information for entry of other Wage Audit Notices during the same internet session.

AN ON POINT TECHNOLOGY SOLUTION

Help

Logout

Wage Audit Notice Entry

Employer Information

Account Number I OOODO- “ Employer Name II _ I

Employer Information - Please enter the following required information

emeotppmre | Jrwisrane

e [ ]

|

ermparens ||

| Do you want notification of future wage audit notices to be emailed to this address? Il ® ves (JNo

The Original Will be

if ¥ Il ®ves ONo

Help | Logout | Contact Us

Copyright © 2016 On Point Technology, LLC. All Rights Reserved
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Selection and entry fields on this page:

1. Name of Preparer- Please enter your name (first name and last name).

2. Title- Please enter your position with the company. For example: HR Manager

3. Phone- Please enter the telephone number where you can be reached. Enter in XXX-XXX-XXXX format, the dashes must be entered.
Provide an extension number if applicable.

Fax- You may enter your fax number if you wish to provide it.

E-mail Address- You must enter your email address.

Do you want notifications of future wage audit notices to be emailed to this address? - Select Yes or No

Will the original payroll records be available if necessary? - Select Yes or No

No gk

Once required entries are made, click the Next button to proceed to the Employee Verification page.

Employee Verification

If the claimant’s name and Social Security Number on the Employee Verification page do not match the name and Social Security Number your
company has on record, select the Cancel button to return to the Wage Audit Notice Entry page. Once there, select the View option next to the
corresponding Wage Audit Notice to print a paper copy; note the discrepancy in the comments section at the bottom of the paper form and follow the
included instructions for submitting the Wage Audit Notice through the fax or postal mail.

If all of the employee’s information is correct, click the Next button to continue entering the Wage Audit Notice via IRME. You will be required to
certify that this information is correct after entering the wage information.

Return to Table of Contents

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 7
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Type of Wage Entry

The Type of Wage Entry page is used to enter information about the period of time the employee worked for the employer, the employee’s rate of
pay, and to select the type of wages that will be entered. The employer and employee information, passed from the Employee Verification page, is
displayed at the top of the page.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Type Of Wage Entry

Account Humber || 00000 N ] Employer Name || I ]

Employee Information

o T oo I[N [ Avoitsteroate |[2oomns I AuditEnd Date_|[ 32512014 |

Please make a selection:

® "The employee did not work between 12/29/2013 and 3/29/2014 and there are no wages to enter. This selection wil transfer you to the certification page.

O III have calculated the wages by benefit week (Sunday to Saturday) and am ready to enter the wages by benefit week. This selection will transfer you to the Weekly Breakdown page.

'® III would like assistance calculating the wages by benefit week (Sunday to Saturday). This selection will transfer you to the Prorate Wages — Step 1 page.

O "This employee has never worked for me. This selection will transfer you to the certification page.

Employment Period Data - Please enter the following information

Date employee first began work during the period requested IIl:I(mm/w/yyyy)
Last day to work Il‘:l(mm/dd/yyyy)
If the employee was discharged, please enter the discharge date I l:l(mm/aa/yyyy)
pato oty [ Jper[How ]
Last Day Of Pay Period I
Employee's work status Il v

Back Next Cancel

Help | Logout | Contact Us

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 8
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Choose a wage entry type by selecting one of these four radio buttons:

First Radio Button
The employee did not work between [the audit start] and [end dates] and there are no wages to enter.

Selecting this button indicates that the employee did not work between the start and end dates of the audit period and that there are no wages
to report. Selecting this button will default all wages to zero and take you to the Certification page.

Second Radio Button
I have calculated the wages by benefit week (Sunday to Saturday) and am ready to enter the wages by benefit week.

Selecting this button indicates that you will, or have already, calculated the wages paid for this employee on a benefit week basis (weeks that
begin on a Sunday and end on a Saturday) and that wage information is ready to be entered by benefit week. Selecting this button will take
you directly to the Weekly Breakdown page.

Third Radio Button
I would like assistance calculating the wages by benefit week (Sunday to Saturday).

Selecting this button indicates that you have not calculated the wages by benefit week (weeks that begin on a Sunday and end on a Saturday)
and that you want to use the system to assist you in calculating and allocating the wages by benefit week. Selecting this button will take you
to the Prorate \Wages-Step 1 page.

Fourth Radio Button
This employee never worked for me.

No other entries are necessary. You will be directed to the Certification page.

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 9
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Entry fields on this page:

1. Date employee first began work during the period requested- Enter in MM/DD/YY'Y format. Enter the date the employee was hired to
work for the employer. If the employee has had multiple hire dates with the employer enter the first hire date after the audit start date.
Entering the correct hire date may reduce the amount of information you need to enter for this employee.

2. Last day to work- Enter in MM/DD/YYYY format. Enter the last day the employee worked for your company. If the employee has had
multiple separation dates enter the last separation date that is prior to the audit end date. Entering the correct last date worked may reduce
the amount of information you need to enter for this employee. If the employee is still working for you, enter the date shown in the Audit
End Date box in the upper right hand corner of the page.

3. If the employee was discharged, please enter the discharge date- Enter the date that the employee was discharge, if applicable. This date
will appear on the returned Wage Audit Notice.

4. Rate of Pay- Enter the rate of pay for this employee and select the appropriate pay schedule from the drop down list. Entry may be made in
whole dollars or in dollars and cents.

5. Last Day of Pay Period- Select the last day of the employee’s pay period from the drop down list.

6. Employee’s Work Status- If the employee is still employed, choose either Full-time, Part-time, On call, or Seasonal employment.

Otherwise, select between Quit, Discharge, or Laid off.

Click the Next button to continue to the appropriate page based on the wage entry type selected.

Error messages:

1. This information is invalid.

Cause and Resolution:

1. Date not entered in the correct format.
= Enter dates using the MM/DD/YYYY format, where MM represents the month (1 or 2 digits), DD represents the day of the month (1
or 2 digits), and YYYY represents the year (a four digit year must be entered). For Example: 4/20/2016

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 10



M’i @ ON POINT

ECONOMIC SECURITY TECHNOLOGY, LLC

Your Partmer For A .S'zrnngcr Arizona

Employer Help Guide for the Internet Response Module for Employers

Weekly Breakdown Page — Manual Entry

The Weekly Breakdown page is used to enter wage and hour information on a benefit week basis (benefit weeks are weeks that begin on Sunday
and end on Saturday). The page displays each benefit week that is being audited and provides a spot for the entry of the gross earnings earned by the
employee identified on the Wage Audit Notice. The Weekly Breakdown page is accessed either directly or through the prorate process.

Help Logout

AN ON POINT TECHNOLOGY SOLUTION
Weekly Breakdown

[ Accounttumoer |[cocoo NN 0000 || employer tame_| | |GG |
[ veme [ [ s |/ ] Audit Start Date || 1212972013 ] ‘AuditEnd Date || 32972014 —
\Weekly Entry - Enter (or if applicable, modify) the employee's gross earnings, hours worked for each day, and the date the employee was paid for the week.

I From ! To [ Total Hours Worked | Regular Earnings | Vacation [ Sick Holiday | [ Severance [ Back Pay [ Other Pay !
12292013 | o104t (1] | | | | | ] || L[] [ | || ]
owos201s | owt1201 ] | | | | \ | | | | | \ | | |
011212014 | 011812014 [ ] | | [ | | | | ] | | | | | |
oMoRots | omsote ] [ | [ | [ | | | | | l | | |
ous0ts | o2mi2ote [ ] | | | ]| [ || | | ) - | || |

| ozozz0is | canezots C 1 | | | | | | | | | | | | | |
02092014 | 02152014 L] | | | L | | ||| [ [ ] | || | | ] |

oveane | s ] 1 ] 1 o O e

| oezots | oaozors [ | | | || || ] [ [ |

| osmzz0te | o804 ] | | [ | [ | | | I | l | I |
03092014 | 03152014 ] | | | | \ | | ] | | | | | |

| ownenots | oazzzons = | | | | \ | | | | | \ | | |

T ] A | I | I | | | S| .

I Please explain any Other Pay m | I

[ Back | Next | Cancel |

Help | Logout | Contact Us

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 11
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The Weekly Breakdown page is accessed directly after you select the second radio button on the Type of Wage Entry page. This selection indicates
wages have been calculated based on benefit weeks (Sunday through Saturday). When accessed this way, the page is shown with no data in the gross
earnings cells for the weeks included in the audit period. Please enter the wages by benefit week.

The top portion of the page displays the employer and employee information previously entered. The affected weeks and the entry fields are
presented in a table format (e.g. rows and columns).

The column headings are:
From- is the first day of the week (Sunday)
To- is the last day of the week (Saturday)
Total Hours Worked- Enter the total hours worked during the specific week.
Regular Earnings- Enter the total regular earnings earned by the employee for the week.
Vacation Pay- Enter the amount of vacation pay earned by the employee for the week.
Sick Pay- Enter the amount of sick pay earned by the employee for the week.
Holiday Pay- Enter the amount of holiday pay earned by the employee for the week.
Severance Pay- Enter the amount of severance pay earned by the employee for the week.
Back Pay- Enter the amount of back pay earned by the employee for the week.

Other Pay- Enter the amount of other pay earned by the employee for the week.

Click the Next button if the information is correct and to continue to the Certification page. Skip to page 37 of this guide for instructions on how to
complete and submit the Wage Audit Notice.
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Error messages:

1. Please enter valid wages.
2. Please enter valid hours worked.
3. Please enter valid dates.

Cause and Resolution:

1. Gross earnings were not entered in the correct format.
= Check the earnings entered. If the entry is made in whole dollars, no decimal point needs to be entered. If the entry is made in dollars
and cents there must be two digits entered to the right of the decimal point.
2. Hours Entry
= Hours entered were not numeric. Check the hours entered.

Return to Table of Contents
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Prorate Wages — Step 1

The Prorate Wages — Step 1 page is displayed after selecting the third radio button on the Type of Wage Entry page. This is the first of a three step
process that will assist you in calculating and distributing wages paid to an employee by benefit weeks in the audit period.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages - Step 1

I Account Humber_] 00000 4 Il Employer tame | | IR ]

Employee Information

_:“El T " Audit Start Date || 3/30/2014 " Audit End Date " 612812014 |

Pay Period Type Weekly v

Standard Work Days " [l sunday Monday Tuesday Wednesday Thursday Friday || Saturday

Back Next Cancel

Help | Logout | Contact Us

On this page select the type of pay period used for this employee and identify the days of the week that make up the employee’s standard work week.
The type of pay period you select is important and is used by the system to ensure the correct pages are presented to you. The end result of this
process is the allocation of the wages, on a benefit week basis, for the selected pay period(s).

Selection fields on this page:

1. Pay Period Type- From the drop-down list, select the pay period type. Pay period type defaults to Weekly.
=  Weekly: Select this option if the employee was paid on a weekly pay cycle.
= Bi-Weekly: Select this option if this employee was paid on a bi-weekly (every other week) pay cycle.

= Twice a Month: Select this option if this employee was paid on a twice-a-month pay cycle. This is a cycle that has two set pay days in the
month, such as the first and the fifteenth.
= Monthly: Select this option if this employee was paid on a monthly pay cycle.
2. Standard Work Days-For each day of the employee’s standard work week, make sure the box to the left of the work day is checked. You
must select at least one day.

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 14
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Click the Next button to continue to the Step 2 page of the selected Wage Type.

= For the Weekly selection, the Prorate Wages Weekly — Step 2 page is displayed.

= For the Bi-Weekly selection the Prorate Wages Bi-Weekly — Step 2 is displayed.

= For the Twice a Month selection the Prorate \WWages Twice a Month — Step 2 page is displayed.
= For the Monthly selection the Prorate Wages Monthly — Step 2 page is displayed.

Error messages:

1. At least one working day should be selected.

Cause and Resolution:

1. At least one day must be selected.
= For each day of the employee’s standard work week, make sure the box to the left of the work day is checked.

Return to Table of Contents

Copyright © 2016 On Point Technology, LLC. All Rights Reserved 15



MM @ ON POINT

ECONOMIC SECURITY TECHNOLOGY, LLC

Your Partmer For A .S'zrnngcr Arizona

Employer Help Guide for the Internet Response Module for Employers

Prorate Wages Weekly — Step 2

The Prorate Wages Weekly — Step 2 page is used to select the day of the week that your company used as the last day of the employee’s weekly
pay period.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages - Step 2

I Account Number II ooooo “ Employer Name II ﬁ I

Employee Information

[ e | s | — T Awwswroste |[3s0zoe [ Auduenavae || ozeeors |

Prorate Wages Weekly - Step 2

Last Day of Pay Period Ends I Saturday V I

| Back I Next I Cancel ‘

Help | Logout | Contact Us

Selection fields on this page:

1. Last Day of Pay Period Ends- From the drop-down list, select the day of the week that the pay period ends on. Last day of pay period
defaults to Saturday.

Click the Next button to continue to Prorate Wages Weekly-Step 3 page.
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Prorate Wages Weekly — Step 3

The Prorate Wages — Step 3 page is used to enter the gross earnings for each week of the pay period. Information gathered for the pay period will
display at the top of the page. To make corrections to previously entered data or selections, click the Back button. Step 3 shows the system-calculated
start and end dates of each week in the designated pay period.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages

Employer Information
Account Humber || 00000+ | Name |_ |

I Name ||_ || SSH “_ “ Audit Start Date || 3/30/2014 “ Audit End Date “ 612812014 |

Pay Period “Weekry
Standard Days Worked “Mnnday, Tuesday, Wednesday, Thursday, Friday
Last Date of Pay Period [{Thursday
First Day of Work |{3/3/2014
Last Date Worked |{7/1/2014

Prorate Wages Weekly - Step 3

>Paiy Start Date [ Pay End Date 1 [ Gross Earnings
031282014 041032014 ‘
0410472014 | 0411012014 \
0411112014 | 0411712014 ‘
0411812014 [ 0412412014 \ ]
0412512014 ‘ 051012014 [ ! :]
0510212014 | 0510872014 i
0510972014 05/15/2014 \
0511612014 [ 0512212014 { :’
0512312014 i 051292014 ‘ :]
0512012014 | 0610512014 1 \ [:]
0610612014 ‘ 0611272014 ‘
0611372014 [ 0611972014 f 1
0612072014 | 0612612014 ‘ :’
0612712014 | 07/0312014 i i i :]

ancel

£

Help | Logout | Contact Us

Entry of gross earnings is not required if there were no earnings for a specific pay period. If wages are not entered, the value will default to zero.
You will be asked to certify the accuracy of the entered wages in the final step on the Certification page.
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Click the Next button to continue to the Weekly Breakdown page.

Error messages:

1. Please enter valid wages.

Cause and Resolution:

1. Gross earnings were not entered in the correct format.
= Check the earnings entered. If the entry is made in whole dollars no decimal point needs be entered. If the entry is made in dollars and
cents there must be two digits entered to the right of the decimal point.
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Weekly Breakdown Page — Prorate Wages Weekly

The Weekly Breakdown page is the final page presented when you use any of the prorate wages options. This page uses the wage allocation from
the Prorate Wages Weekly page to allocate dollar amounts to the Ul benefit weeks being audited into the gross earnings column. You are able to
make corrections to the wages and if a week includes earnings for non-work days, you can distribute the sums accordingly under the appropriate
column(s). You may also enter the number of hours the employee worked but it is not required.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Weekly Breakdown

o hecontomeer oo [ Epoerome | — 000000 |

[ vome [N | o |/ | Aweswroste [msomoe [ Auaeendbate J[ezeee ]

[ Frjni [ To 77 EI Hours Worked 7: I mrgmag; = 7  Vacation i Sick ;7 Hon; \ Severance Back Pay ‘ Other Pay
0312072014 040572014 (1] [ 1s320 | [ | \ | [ | [ | [ | [ |
0410612014 0411212014 1 [ 16720 | [ | [ | [ | [ | [ | [ |

[ oansmors 0411912014 ] [ 16860 | [ ] [ | [ ] [ | [ | [ |
wanors | ouzsans ] Cee] [ [ [ [ [ [
oamiote | oswazots [ ] [ e010 | [ | [ | [ \ [ | [ | [ |
oswenots | osiomote ] o ] [ | | | | | |
051112014 051712014 L] [ 000 ] [ | [ | [ | [ | [ | [ |
0snamots | 0san0te ] [oo0 | [ | [ | [ | [ | [ | [ |
0512512014 0513172014 [ ] [ 000 | [ | \ | [ | [ | [ | [ |
061012014 | 0610712014 ] [0 | [ | [ | [ | [ | [ | [ |

I Please explain any Other Pay I[[ | I

[ Back | Next | Cancel |

Help | Logout | Contact Us

The top portion of the page displays the employer and employee information previously entered. The affected weeks and the entry fields are
presented in a table format (e.g. rows and columns).
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The column headings are:

From- is the first day of the week (Sunday)

To- is the last day of the week (Saturday)

Total Hours Worked- Enter the total hours worked during the specific week.

Regular Earnings- Enter the total regular earnings earned by the employee for the week.
Vacation Pay- Enter the amount of vacation pay earned by employee for the week.

Sick Pay- Enter the amount of sick pay earned by the employee for the week.

Holiday Pay- Enter the amount of holiday pay earned by the employee for the week.
Severance Pay- Enter the amount of severance pay earned by the employee for the week.
Back Pay- Enter the amount of back pay earned by the employee for the week.

Other Pay- Enter the amount of other pay earned by the employee for the week.

Click the Next button if the information is correct and to continue to the Certification page. Skip to page 37 of this guide for instructions on how to
complete and submit the Wage Audit Notice.

Return to Table of Contents
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Prorate Wages Bi-Weekly — Step 2

Prorate Wages Bi-Weekly-Step 2 page is used to select the day of the week the bi-weekly pay periods end, and identify the first pay period ending
date on or after the start of the audit period.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages - Step 2

Account Number I 000004 “ Employer Name “ ; I

Employee Information

T vome | — 1 o | —— I Auaicstartoate | [z0201s I Auditnd Date || 6252014 I

Prorate Wages Bi-Weekly - Step 2

Last Day of Pay Period Ends
First Pay Period Ending Date on or after 3/30/2014: Il |(mmiddlyyyy)

Help |Logout | Contact Us

Entry fields on this page:

1. Last Day of Pay Period- From the drop-down list, select the day of the week your pay period ends. Last day of pay period defaults to
Saturday.

2. First Pay Period Ending Date on or after [the start date of the audit period]- This information is required in order for the prorate wages
assistant to determine the actual pay period dates.

Click the Next button to continue to the Prorate Wages Bi-Weekly-Step 3 page.
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Error messages:

1. This information is invalid.
2. First pay period ending date comes before audit start date or hire date.
3. First pay period ending date must be on the same day as the day selected for the Last Day of Pay Period.

Cause and Resolution:

1. First pay period ending date is not entered in the correct format.
= Check the date entered. Enter dates using the MM/DD/YYYY format. For Example: 4/20/2016
2. The first pay period ending date must fall on a day that is on or after the audit start date and after the date the employee was hired by the company.
3. The first pay period ending date must fall on the same day of the week as the last day of pay period selected from the drop-down.
= This date must fall on the same day of the week that you selected for the “Last Day of Pay Period.” For example: If you have selected “Saturday”
from the drop-down list as the last day of the pay period, the date you enter here must fall on a Saturday.

Return to Table of Contents
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Prorate Wages Bi-Weekly — Step 3
The Prorate Wages Bi-Weekly-Step 3 page is used to enter the gross wages for each bi-weekly pay period.

Help Logout
AN DN POINT TECHNOLOGY SOLUTION

Prorate Wages

Account Number | ocoooo /N | Name | ﬁ |
Employee Information
| Name “— || SSN ||_ || Audit Start Date || 3/30/2014 || Audit End Date || 6/28/2014 |

Pay Period | [51-Weekly
Standard Days Worked IIMonday. Tuesday, Wednesday, Thursday, Friday

Last Date of Pay Period IThursday
First Pay Period Ending Date in Audit
Period

4/3/2014

First Day of Work | [3(3/2014
Last Date Worked ||7/172014

Prorate Wages Bi-Weekly - Step 3

[ Pay Start Date \ Pay End Date | Gross Earnings
‘ 0312018 0410312014 | ]
0410412014 [ 041712014 | L]
\' 041872014 051012014 [ 1
‘ 0510272014 | 05152014 \
‘ 05162014 0572012014 \
0573012014 061272014 [
‘ 0611312014 0672612014 [
‘ 06/27/2014 | 0711012014 |

§
£

Cancel

Help | Logout | Contact Us

Entry of gross earnings is not required if there were no earnings for a specific pay period. If wages are not entered, the value will default to zero.
You will be asked to certify the accuracy of the entered wages in the final step on the Certification page.
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Click the Next button to continue to the Weekly Breakdown page.

Error messages:

1. Please enter valid wages.

Cause and Resolution:

1. Gross earnings were not entered in the correct format.
= Check the earnings entered. If the entry is made in whole dollars no decimal point needs to be entered. If the entry is made in dollars and
cents there must be two digits entered to the right of the decimal point.

Return to Table of Contents
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Weekly Breakdown Page — Prorate Wages Bi-Weekly

The Weekly Breakdown page is the final page presented when you use any of the prorate wages options. This page uses the wage allocation from
the Prorate Wages Bi-Weekly page to allocate dollar amounts to the Ul benefit weeks being audited. You are able to make corrections to the wages
and if a week includes earnings for non-work days, you can distribute the sums accordingly under the appropriate column(s). You may also enter the

number of hours the employee worked but it is not required.

AN ON POINT TECHNOLOGY SOLUTION

Weekly Breakdown

Help Logout

Employer Information
Account Number | ooooo S || Employer Name || e ]

[Employee Information
[ ome | — [ s || — I Autseroste |[omomors | Auawenaoste |[ozozoe |

\Weekly Entry - Enter (or if applicable, modify) the employee's gross earnings, hours worked for each day, and the date the employee was paid for the week.

| From | To [ Total Hours Worked Regular Earnings | severance |  BackPay | OtherPay
| oamomo1s | oaos;ote - [ ez | | | [ | [ | [ ] [ | [ |
| osmar0te i oan2014 ] [ o000 ] [ | [ | [ | [ | [ | [ |
[ omzeore | osnseme ] [ 000 | [ ] [ | [ | [ | [ | [ |
| 00014 ‘ 0472612014 (] [ o000 | [ | [ | [ | [ | [ | [ |
e | osmaois ] Cow | | IS IS S| S | .
| oswemota | osnonots ] [ 000 | [ | \ | [ | [ | [ | [ |
| ostizote | osnzmme ] [ oo | | ] [ | [ | [ ] [ | [ ]
| osnazote | oseanote ] [ oo | [ | [ | [ | [ | [ | [ |
| osmsmote | osmimos [ [ 000 | [ ] [ | [ | [ | [ | [ |
| oewtzo1s | osio72014 ] [ 000 | [ | [ | [ | [ | [ | [ |
I Please explain any Other Pay m I

Help | Logout | Contact Us

The top portion of the page displays the employer and employee information previously entered. The affected weeks and the entry fields are

presented in a table format (e.g. rows and columns).

Copyright © 2016 On Point Technology, LLC. All Rights Reserved
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The column headings are:

From- is the first day of the week (Sunday)

To- is the last day of the week (Saturday)

Total Hours Worked- Enter the total hours worked during the specific week.

Regular Earnings- Enter the total regular earnings earned by the employee for the week.
Vacation Pay- Enter the amount of vacation pay earned by employee for the week.

Sick Pay- Enter the amount of sick pay earned by the employee for the week.

Holiday Pay- Enter the amount of holiday pay earned by the employee for the week.
Severance Pay- Enter the amount of severance pay earned by the employee for the week.
Back Pay- Enter the amount of back pay earned by the employee for the week.

Other Pay- Enter the amount of other pay earned by the employee for the week.

Click the Next button if the information is correct and to continue to the Certification page. Skip to page 37 of this guide for instructions on how to
complete and submit the Wage Audit Notice.

Return to Table of Contents
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Prorate Wages Twice a Month — Step 2

The Prorate Wages Twice a Month-Step 2 page is used to select the ending date of the two pay periods in each month. The system requires that
there are at least 4 days between the two pay periods entered. If, in your payroll scheme, this requirement is not met, complete the notice
manually and follow the included instructions for submitting the Wage Audit Notice through the postal mail.

g

Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages - Step 2

Employer Information
I Account Number | | 00000 A Il Employer Name Il f=————————— ]

Employee Information

I == " SSH “ ! " Audit Start Date || 313012014 “ Audit End Date “ 61282014 |
Prorate Wages Twice A Month - Step 2

First Pay Period Ending Date in Month: 15 v

Second Pay Period Ending Date in Month: II End Of Month v

Help | Logout | Contact Us

Selection fields on this page:

1. First Pay Period Ending Date in Month — From the drop-down list of possible dates in the month, select the date that represents the end of
the first pay period in the month. This date should be less than the second pay period ending date in the month.

2. Second Pay Period Ending Date in Month — From the drop-down list of possible dates in the month, select the date that represents the end
of the second pay period in the month. The selected date should be greater than the first pay period ending date in the month. If the second
pay period in the month occurs on the last day of the month, please select End of Month rather than a specific date.

Click the Next button to continue to the Prorate Wages Twice a Month-Step 3.
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Prorate Wages Twice a Month — Step 3

The Prorate Wages Twice a Month-Step 3 page is used to enter the gross earnings for each week of the pay period determined by your entries in
Steps 1 and 2. Information gathered for the pay period will display at the top of the page. Step 3 shows the system-calculated start and end dates of
each pay period. If the data was entered correctly on the previous pages, the pay start and end date(s) should match the pay periods for the employee.
If the dates do not match, you can use the Back button to make corrections.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Prorate Wages

Employer Information

[ Account Number “ ooooo+ I " Employer Name II S ee— |

Employee Information

| Name || L] “ SSN "_ “ Audit Start Date || 3/30/2014 “ Audit End Date || 62812014 |

Pay Period IITwice A Month
Standard Days Worked “Monday, Tuesday, Wednesday, Thursday, Friday
Pay Period Ending Date “15. End of Month
First Day of Work | |2/2/2014
Last Date Worked "7/112014

Prorate Wages Twice A Month - Step 3

| Pay Start Date | Pay End Date [ Gross Earnings
| 0311612014 \ 0313172014 | [ ]
} 0410172014 [ 041152014 ‘ [ ]
‘ 04/16/2014 04/30/2014 ‘

| 0510172014 05/15/2014

! 0511612014 ! 0513172014

i 0610112014 \ 061572014 i ‘ |:|
}' 0611612014 \ 06/30/2014 [ lj]

Help | Logout | Contact Us
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Entry fields on this page:

1. Gross Earnings- For each pay period listed, under the Gross Earnings column, enter the total dollar amount of wages earned by the employee
for the corresponding timeframe.
= Entry may be made in whole dollars or in dollars and cents. If the entry is made in whole dollars no decimal point needs to be entered.

Entry of Gross Earnings is not required if there were no earnings for a specific pay period. If wages are not entered, the value will default to zero.
You will be asked to certify the accuracy of the entered wages.

Click the Next button to continue to the Weekly Breakdown.
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Weekly Breakdown Page — Prorate Wages Twice a Month

The Weekly Breakdown page is the final page presented when you use any of the prorate wages options. This page uses the wage allocation from
the Prorate Wages Twice a Month page to allocate dollar amounts to the Ul benefit weeks being audited. You are able to make corrections to the
wages and if a week includes earnings for non-work days, you can distribute the sums accordingly under the appropriate column(s). You may also
enter the number of hours the employee worked but it is not required.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION

Weekly Breakdown

Accounttumber || cooooBENNNEE || Employertome | EEEEEEES——— |
[ vome | | oo (/MMM [ Awaeswnoste J[ecomote  J| Auawenapate Jleeeore ]
\Weekly Entry - Enter (or if applicable, modify) the employee's gross earnings, hours worked for each day, and the date the employee was paid for the week.

From 1 To Total Hours Worked Regular Earnings [ Vacation Sick Holiday | Sseverance Back Pay | other Pay
03302014 | 0410572014 ] [ 000 | [ | [ | [ ] \ | [ | [ |
040672014 | 0411212014 ] [ 000 | [ | [ | [ | [ | [ | [ |
0411312014 0411912014 - [ 000 ] [ | [ | [ | [ | [ | [ |
04202014 | 042672014 ] [Tom ] [ | [ | [ | [ | [ | [ |
0412712014 05/03/2014 ] [ 000 | [ | [ | [ | \ | [ \ | |
0510472014 051102014 ] [ 000 | [ | [ | [ | [ | [ | [ |
0511172014 0511772014 [ ] [ 000 | [ | [ | [ | [ | [ | [ |
051182014 | 052412014 ] [om ] [ | [ ] | | [ | [ ] [ |

[ osmsmots | osmizots [ ] [ 000 ] [ | [ | [ | [ | [ \ \ |
08I0172014 | 0810772014 ] [32500 | [ | [ | [ | \ | [ | [ |
I Please explain any Other Pay Il] I I

Help | Logout | Contact Us

The top portion of the page displays the employer and employee information previously entered. The affected weeks and the entry fields are
presented in a table format (e.g. rows and columns).
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The column headings are:

From- is the first day of the week (Sunday)

To- is the last day of the week (Saturday)

Total Hours Worked- Enter the total hours worked during the specific week.

Regular Earnings- Enter the total regular earnings (dollars and cents) earned by the employee for the week.
Vacation Pay- Enter the amount of vacation pay earned by employee for the week.

Sick Pay- Enter the amount of sick pay earned by the employee for the week.

Holiday Pay- Enter the amount of holiday pay earned by the employee for the week.

Severance Pay- Enter the amount of severance pay earned by the employee for the week.

Back Pay- Enter the amount of back pay earned by the employee for the week.

Other Pay- Enter the amount of other pay earned by the employee for the week.

Click the Next button if the information is correct and to continue to the Certification page. Skip to page 37 of this guide for instructions on how to
complete and submit the Wage Audit Notice.

Return to Table of Contents
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Prorate Wages Monthly — Step 2
The Prorate Wages Monthly-Step 2 page is used to select the day of the month that represents the end of the payroll period for the employee.

Logout

g

AN ON POINT TECHNOLOGY SOLUTION
Prorate Wages - Step 2

I Account Number “ ooooo N II Employer Name II ; I

Employee Information

e |0 s [ — I Autserioste |[ scomors || Awawenavste |[ezazore |
Prorate Wages Monthly - Step 2

Pay Period Ending Day: End Of Month 4

Help | Logout | Contact Us

Selection fields on this page:

1. Pay Period Ending Day- From the Pay Period Ending Day drop-down list, select the day of the month that represents the end of the pay
period.

= A numeric list from 1 to 30 is displayed with an additional selection for “End of Month”. If the end of the pay period is the last day of
the month you should select “End of Month” rather than a specific day.

Click the Next button to continue to the Prorate Wages Twice a Month-Step 3.
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Prorate Wages Monthly — Step 3

LLC

The Prorate Wages Monthly-Step 3 page is used to enter the gross earnings for each of the pay periods determined by your entries in Steps 1 and 2.
Information gathered for the pay period will display at the top of the page. Step 3 shows the system calculated start and end dates of each week in the

designated pay period. If the data was entered correctly on the previous pages, the pay start and end date(s) should match the pay periods for the

employee. If the dates do not match, you can use the Back button to make corrections.

Help Logout
AN DN POINT TECHNOLOGY SOLUTION

Prorate Wages

Employer Information
I Account Number II coooo N “ Employer Name II | ] I

Employee Information
I Name “ e “ SSH " | ] “ Audit Start Date " 3/30/2014 “ Audit End Date “ 6128/2014 |

Pay Period IIMontmy
Standard Days Worked “Monday. Tuesday, Wednesday, Thursday, Friday
Pay Period Ending Date IIEnd of Month
First Day of Work "3/3/201 4
Last Date Worked | [71172014

Prorate Wages Monthly - Step 3

| Pay Start Date Pay End Date Gross Earnings

03/01/2014 03/31/2014

05/01/2014

06/30/2014

‘
|

04/01/2014 ‘ 043012014

06/01/2014 \

I
\
r
!
0513112014 ‘

Help | Logout | Contact Us
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Entry fields on this page:

1. Gross Earnings- For each pay period listed, under the Gross Earnings column, enter the total dollar amount of wages earned by the employee
for the corresponding timeframe.
= Entry may be made in whole dollars or in dollars and cents. If the entry is made in whole dollars no decimal point needs to be entered.

Entry of Gross Earnings is not required if there were no earnings for a specific pay period. If wages are not entered, the value will default to zero.
You will be asked to certify the accuracy of the entered wages.

Click the Next button to continue to the Weekly Breakdown.
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Weekly Breakdown Page — Prorate Wages Monthly

The Weekly Breakdown page is the final page presented when you use any of the prorate wages options. This page uses the wage allocation from
the Prorate Wages Monthly page to allocate dollar amounts to the Ul benefit weeks being audited. You are able to make corrections to the wages
and if a week includes earnings for non-work days, you can distribute the sums accordingly under the appropriate column(s). You may also enter the
number of hours the employee worked but it is not required.

Help Logout
AN ON POINT TECHNOLOGY SOLUTION
Weekly Breakdown

[ Accounttumber |[ coooBENNEE [ Employertame | DEEEESSS—— 00 |

[ vome [N |[ o [N [ Aueswnoste [[sooeoe [ Avawenaoste J[ezezoe |

(Weekly Entry - Enter (or if applicable, modify) the employee's gross earnings, hours worked for each day, and the date the employee was paid for the week.

| From  To [ T;ﬁl Hour; Worked [ hééular Earnings [ Vacabon [ Sick [ Holiday [ Severance i Back Pay ] ‘ Other Pay
03302014 | 041052014 ] [ 000 | [ | [ | [ ] [ | [ \ [ |
040062014 | 0411212014 ] [ o000 | \ | [ | [ | \ | [ | \ |
04132014 | 04192014 [ ] [ 000 | [ | [ | [ | [ | [ | [ |
042012014 | 0412612014 ] [ 000 | [ | [ | [ | [ | [ | [ |
0412712014 05/03/2014 ] [ 000 | [ | [ | [ ] [ | [ ] [ |
0510412014 0511072014 ] [o00 | [ | [ | [ | \ | [ | [ |
08112014 | 0SM7R014 [ 1] [ 000 | [ | [ | [ | [ | [ | [ |
0s/M82014 | 05242014 [ ] [ 000 ] [ | [ | [ | [ | [ | [ |

[ osmsmots | osmizots [ ] [ 000 | [ | [ | [ ] [ | [ \ [ |
061012014 | 0610712014 ] [32500 | \ | [ | [ | \ | [ | \ |

I Please explain any Other Pay m I I

[ Back | Next | Cancel |

Help | Logout | Contact Us

The top portion of the page displays the employer and employee information previously entered. The affected weeks and the entry fields are
presented in a table format (e.g. rows and columns).
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The column headings are:

From- is the first day of the week (Sunday)

To- is the last day of the week (Saturday)

Total Hours Worked- Enter the total hours worked during the specific week.

Regular Earnings- Enter the total regular earnings (dollars and cents) earned by the employee for the week.
Vacation Pay- Enter the amount of vacation pay earned by employee for the week.

Sick Pay- Enter the amount of sick pay earned by the employee for the week.

Holiday Pay- Enter the amount of holiday pay earned by the employee for the week.

Severance Pay- Enter the amount of severance pay earned by the employee for the week.

Back Pay- Enter the amount of back pay earned by the employee for the week.

Other Pay- Enter the amount of other pay earned by the employee for the week.

Click the Next button if the information is correct and to continue to the Certification page.

Return to Table of Contents
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Certification Page
The Certification page provides you the opportunity to review all the information entered and to affirm that the information is correct to the best of
your knowledge. This is required before submitting the information for processing.

AN ON POINT TECHNOLOGY SOLUTION

Certification

Employer Information
e T‘OOODD- T Ir‘

Employee Information
I — “ SsH “ P “ Audit Start Date II 121292013 “ Audit End Date “ 31292014 |

Pay Period information

Date employee first began work during the period requested “12!1 22011
Last day to work
Rate of Pay ||
Employee's work status “Fun—time
The Original Will be Available if v I[ves
Other Pay i Jl

[ From To Total Hours Worked | Regular Earnings | Vacation 1 Sick Il Holiday | Severance Back Pay Other Pay
[ 12msr013 [ owoazotsa | 00 [ so00 | 50.00 [ soo0 [ s T soo0 | s000 | s000 B
I [ o1mrzots [ 00 [ '50.00 [ $0.00 [ $0.00 [ 50.00 [ $0.00 [ 50.00 il '50.00
[ o1n22014 [ o1nar014 [ 0.0 $0.00 [ $0.00 [ 50.00 [ 50.00 | 50.00 [ 50.00 [ 50.00

0111972014 0172512014 0.0 0.00 $0.00 $0.00 $0.00 [ $0.00 [ $0.00 [ $0.00

012612014 02/01/2014 [ 0.0 50.00 50.00 $0.00 $0.00 [ so00 [ '50.00 [ 50.00

0210212014 02/08/2014 00 $0.00 $0.00 $0.00 0.00 | 0.00 | $0.00 [ $0.00
[ oz0er014 [ o2nsrR0is [ 0.0 50.00 [ 50.00 T soo0 [ som0 [ '$0.00 [ $0.00 [ soo0
[ o2ner014 [ o2r22r2014 0.0 $0.00 i $0.00 [ 50.00 [ $0.00 [ $0.00 [ $0.00 [ $0.00
[ 02r3r014 [ 31014 [ 00 [ so00 [ so00 [ so0.00 [ $0.00 [ $0.00 [ 30.00 [ 50.00
[ 030272014 [ oanar014 [ 00 [ 0.00 [ $0.00 [ $0.00 [ $0.00 [ $0.00 [ $0.00 [ $0.00
[ oamerz014 [ oansrots [ 0.0 $0.00 [ $0.00 $0.00 $0.00 [ $0.00 [ $0.00 [ $0.00
[ oaner0a [ o3m22014 0.0 50.00 [ $0.00 50.00 50.00 [ $0.00 [ $0.00 [ $0.00
[ oamzaroia [ oasrois [ 00 [ so00 [ 50.00 [ soo0 [ soo0 [ so00 [ so00 [ 50.00

Legal Certification: By checking the box below, |, nkjdfhk certify that the information submitted on this on-line form is correct to the best of my knowledge and belief, and |
understand that the law provides penalties for making false statements or misrepresentations or for failing to disclose a material fact in order to affect the payment of benefits
ito any individual.

[J1 Agree

IMPORTANT: If you need to correct any employee information listed DO NOT use the Cancel button or all data entered will be lost. Use the Back button to
return to the page where the data was originally entered, then make corrections as appropriate.
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Please take the opportunity to:

Verify Employer Account Number.

Verify the Employee’s Name.

Verify the Social Security Number.

Validate the first day worked.

Validate the last day worked.

Validate the availability of the original payroll records.

Validate the weekly breakdown of wage information.

Read the Legal Certification Statement. If you agree that the information presented on this page is correct, select the check box next to the phrase
“I agree”. This box must be checked in order to continue.

Select the Accept button, after you check the “I agree” box, to complete processing of the Wage Audit Notice and continue to the Confirmation
page. Or, click the Cancel button to cancel all actions taken. This will delete all information entered and return you to the Wage Audit Notice Entry
page to begin entering a new Wage Audit Notice.
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Confirmation Page

The Confirmation page provides you an opportunity to view an image of the Wage Audit Notice updated with all of the information you’ve entered
or return to the Wage Audit Notice Entry page to begin processing a new Wage Audit Notice.

AN ON POINT TECHNOLOGY SOLUTION

Confirmation

Thank you for using the Internet Module for Employers

The wages you entered have been submitted for processing. A copy of the wage audit notice with the data you supplied has been created in a PDF format. You can open the file with Adobe Reader.

Click Download and select save to keep a copy of this notice for your records. Please Note: This is your only opportunity to print and/or save a copy of this Notice.

Saving this notice is for your records only. The wages you entered will be processed whether you save a copy of this netice or not. If you believe the wages you entered are in error, please use the contact link below and report the error.

If you would like to correct information, provide additional wage information, or have any questions please contact us at 602-364-4300.

Do you have another Wage Audit Notice that you would like to process at this time? Yes | No

Help | Logout | Contact Us

Selecting the Download hyperlink will open a PDF document in a separate window and display the completed Wage Audit Notice in Adobe®
Reader®.

**Please Note: This is your only opportunity to print and/or save a copy of this notice.**

Select the Yes button if you have another Wage Audit Notice that you would like to process at this time. You will be taken to the Wage Audit
Notice Entry page.

Select the No button if you would like to exit the IRME system and go to the System Logout page.

How do | contact the Unemployment Insurance Department?

If you do not find the answer here please contact the Ul Benefit Wage Audit unit by phone at 602-364-4300, you may also FAX any required
documents to 602-364-1211 or 602-364-1213. Technical issues with the IRME system may be reported via email:
https://www.azdes.gov/forms.aspx?menu=317&form=4240
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Glossary of Terms

Audit Period- A period of time when an individual claim for Unemployment Insurance Benefits was open while earnings were also reported by an
employer during the same timeframe. An audit period can occur due to an electronic data match or be assigned by an investigator upon receipt of a
Tip and Lead submitted by a third party.

Audit End Date- The last day of the Audit Period, always a Saturday.
Audit Start Date- The first day of the Audit Period, always a Sunday.
Benefit Week- A one week period, from Sunday to Saturday, for which a claimant may file a continued claim for benefits.

Calendar Week- A period of seven (7) consecutive days beginning and ending Saturday at midnight, used as a unit of measurement of employment
and unemployment.

Claim- The Unemployment Insurance Program is similar to any other insurance program. A claim must be established in order to receive benefits.
Once a claim has been opened, the claimant must continue to meet all eligibility requirements, and submit continued claims as directed in order to
continue to receive benefits.

Department of Economic Security (DES)- The state agency in Arizona that administers the Unemployment Insurance Program.
Employee- An individual identified as having received wages from an employer.

Employer Account Number- An identification number assigned by the Department to each employer required to pay Ul taxes. This is not the same
as the Federal Employer Identification Number (FEIN) assigned by the Internal Revenue Service for federal reporting and control purposes.

Employer Information- All information obtained from the employer in the fact-finding process.
Federal Employer Identification Number (FEIN)- Assigned by the Internal Revenue Service for federal reporting and control purposes.

Hyperlink- A word, symbol, image, or other element in a hypertext document that links to another such element in the same document or in another
hypertext document. The hyperlink is activated with a mouse click.

MM/DD/YYYY Format- A date entered with 1 or 2 digits for the month, 1 or 2 digits for the day, and 4 digits for the year.
Wage Audit Notice- A notice sent to employers by DES to elicit wages for employees whose Unemployment Insurance claims are being audited.

Week Ending Date- The Saturday end date of the week being claimed. Unemployment Insurance is paid on a calendar week basis.
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